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How To Get Things Done 
Better and Faster 


BOARDMASTER VISUAL CONTROL 


yy Gives Graphic Picture—Saves Time, Saves 
Money, Prevents Errors 

3X Simple to operate—Type or Write on Cards, 
Snap in Grooves 

vv Ideal for Production, 
Scheduling, Sales, Ete. 

yy Made of Metal. Compact and Attractive. 
Over 500,000 in Use. 


Full price $4950 with cards 


FREE 24-PAGE BOOKLET NO. G-400 


Without Obligation 
Write for Your Copy Today 


GRAPHIC SYSTEMS 


YANCEYVILLE, NORTH CAROLINA 
(Circle No. 18 on Reader Inquiry Card) 


Traffic, Inventory 


RECORD 
STORAGE 
_ At Lowest Unit | 
_ Cost — 


For Inactive Records 


Provide maximum protection 
at minimum cost. Highest grade 
corrugated fibre-board. All one piece 
—no parts to wear, get out of order. 
Single eyelet closure front and 
back provides quick, easy closing 
and opening—and absolute security. 
Labels factory applied, gummed 
titling strips with each box. 25 sizes. 
Sold by all leading stationers. 


Send for FREE Manual of Record Storage Practice; 
complete products catalog. Clip ad to letterhead and 


mail to: Dept. AM-12 


;, BANKERS BOX oo” 


Record Storage Specialists Since 1918 
2607 N. 25th Ave., Franklin Park, Ill. 


(Circle No. 5 on Reader Inquiry Card) 


Conference 


Calendar 


Dec. 12-14. EASTERN JOINT COMPUTER 
CONFERENCE of American Federation of 
Information Processing Sciences. . 
Sheraton-Park Hotel, Washington, D. C. 


JAN. 31 - FEB. 2. CORPORATE CONTINUITY 
AND SURVIVAL SEMINAR of American 
Management Association. . . . Hotel Astor, 
New York City. 


APRIL 9-13. BUSINESS EQUIPMENT EX- 
POSITION of Business Equipment Manu- 
facturers Association. . McCormick 
Place, Chicago. 


MAY 17-18. 12TH ANNUAL NATIONAL CON- 
FERENCE of National Society for Business 
Budgeting. . . . Chase-Park Plaza Hotel, 
St. Louis. 


LAMAR A 


AQ A 


MAY 20-23. 43RD INTERNATIONAL CON- 
FERENCE & EXPOSITION of National Office 
Management Association. . . . Brooks Hall, 
San Francisco. 


MAY 28-30. FINANCIAL MANAGEMENT EX- 
HIBITION of Federal Government Ac- 
countants Association. . . . Sheraton Ho- 
tel, Philadelphia. 


JUNE 4-8. NATIONAL BUSINESS SHOW 
(“Administrative Equipment and Services 


Exposition”). . . . Coliseum, New York 
City. 
JUNE 24-28. 43RD INTERNATIONAL AC- 


COUNTING CONFERENCE of National As- 
sociation of Accountants. . . . Hotel Con- 
rad Hilton, Chicago. 


10 ANNA 


dministrative 
anagement 


SEMI-ANNUAL INDEX 


July, 1961—December, 1961 


AUTOMATION 


Look before you leap into EDP— 
Planning ahead for future computer 
needs: Jules Sloat. 
July, page 20 
The second automation revolution— 
Now, simple words can generate com- 
puter instructions. Eric N. Grubinger. 
August, page 24 
IBM introduces’ simplified tooling 
language — AUTOPROMT simplifies 
job of translating a blueprint into 
computer language. 
August, page 64 
Branch bookkeeping with low-cost cen- 
tralized data processing—Texas com- 
pany expedites accounting operation. 
September, page 24 
Automating management’s current 
confusion—Computers can be _ pro- 
grammed to issue only essential 
statistics: Owen Smith. 
October, page 20 
Filmed punch codes fed to a com- 
puter—First commercial photographic 
EDP input system. 
October, page 54 


Punched cards? Paper tape?—-Two 
methods of data input compared and 
analyzed: Raymond Dreyfack. 

November, page 22 
Burroughs introduces computer fam- 
ily—B200 line includes punch card 
readers with solar cells. 

November, page 76 


Univacs now sound off responses — 
Data-seekers can receive immediate 
vocal answers to questions they ask 
of a remotely-located computer. 
December, page 68 


METHODS AND SYSTEMS 


Forms control without files—A new 
approach that can save time and 
money: A. G. Mackey. 
July, page 40 
What they said at NOMA (Part 2)— 
Speakers point out areas of challenge 
in office operations. 
July, page 74 

Delegate salary administration—How 
top management can control salary 
administration without getting in- 
volved in time-consuming details. Rob- 
ert R. Doberstein. 

August, page 13 
Schools can save space with micro- 
film— School system finds space 
savings mean cash savings: James W. 
Carruth. 

August, page 48 
Invest in systems men for quick re- 
turns—Streamline your routine office 
procedures: John Hockman. 

August, page 52 
How to hold a _ conference—Funda- 
mentals of getting the most out of 
meetings: Robley D. Stevens. 

August, page 62 


ADMINISTRATIVE MANAGEMENT 
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The “COPE” unit—A new concept in 
administration: Ralph E. Steere. 
September, page 15 
Struggling with the status quo—An 
administrator must reconcile the past 
and present: Ray E. Brown. 
September, page 22 
On leasing office furnishings — Pros 
and cons of the subject: Robert L. 
Caleo. 
September, page 38 
Better teachers, better typists—Sec- 
retaries need high quality training to 
meet demands of today’s employers: 
Eunice E. Crooks. 
September, page 60 
The right approach to records control 
—Mechanics of starting a records 
retention program: Robert L. Caleo. 
October, page 13 
The busy executive’s guide to business 
gifts—Corporate Christmas shopping 
the easy way: Walter A. Kleinschrod. 
October, page 16 
“Capital” advice on building an auto 
fleet—The ins and outs of company 
auto leasing: Armund J. Schoen. 
October, page 22 
Publishers Envelope Co. accelerates 
customer re-order mailings—Tab card 
addressing system means better serv- 
ice for 40,000 customers: Phil Hirsch. 
October, page 44 
Does accounting make sense?—Are 
the old methods applicable today?: 
R. G. Martin. 
November, page 32 
Quit the truck business!—Operating 
a truck fleet without owner problems: 
O. K. LeBron. 
November, page 36 
Equitable takes a giant step—Plan- 
ning for recent move began 10 years 
ago: Frank G. Lyons. 
December, page 13 
What they said at S.P.A.’s I.S.M.— 
Quotes from 1961 Systems and Pro- 
cedures meeting; also profile of a sys- 
tems man. 
December, page 22 
Business reports can be readable — 
mechanized accounting system gen- 
erates simple production-sales anal- 
yses for Knapp-Monarch Co. 
December, page 24 


PERSONNEL 


What’s happened to the office man- 
ager?—-AM survey shows his status 
rises: John Allan Rhea. 
July, page 11 
How to lead without dominating— 
Achieve your administrative goals 
without arrogance: Ray E. Brown. 
July, page 24 
Yes-men — what a waste! — Manage- 
ment demands creativity, not sub- 
missiveness. Clarence G. Scholtz. 
July, page 32 
Nine ways to stimulate workers’ out- 
put—Some remedies for lagging 
office productivity: Ernest W. Fair. 
July, page 36 
Winning and losing at the manage- 
ment game—some straight talk on 
administrative ethics: Ray E. Brown. 
August, page 18 
That union steward! — A necessity 
that needn’t be an evil: Barbara A. 
Dooley and Charles W. Phillips. 
August, page 30 
Fringe benefits are wages—Do your 
employees appreciate them?: Frank 
W. Gray. 
September, page 19 


DECEMBER 1961 


Where zeal—not experience—counts. 
Religious group administers program 
with untrained volunteers: Walter A. 
Kleinschrod. 

September, page 45 
Panhandler or problem handler? — 
Administrators may be too eager for 
personal acceptance: Ray E. Brown. 

October, page 50 

Are standard clerical skills suited to 
today’s automated offices? Two opin- 
ions on a vital issue: Richard Kelly 
and Clayton M. Nicholson. 

November, page 11 
Here’s how to go after that job you 
want—The systematic way to search 
for a new position: Arthur R. Pell. 

November, page 14 
More spirit and less spirits—Manage- 
ment seen changing Christmas party 
policy: Duane Valentry. 

December, page 26 
Still no pension plan? — Senior em- 
ployees deserve security; delay costs 
the company money: Frank W. Gray. 

December, page 36 
Selling the company’s work to the 
worker—Friden subsidiary enhances 
employee enthusiasm for products by 
formal training: Halward L. Holman 
and Diane Borst. 

December, page 58 


DEPARTMENTS 


Office design— 
Reception room: mirror of your 
CE 04 dada seein nuycess seen 


Business libraries .........ccscesess 
August, page 54 
General office areas ..........e+eee: 
September, page 26 
Convertible conference rooms ....... 
October, page 62 
Recent trends in executive offices.... 
November, page 42 
Color in office interiors ............ 
December, page 30 
Tools of the office— 
Internal communications, 1961 ...... 
July, page 43 
Microfilm: a vital link in office 
DORSUENO vi vccacceedécaduewasa es? 
August, page 32 
Preliminary input equipment for 
gk ee eee 
September, page 50 
The practical computer ............. 
October, page 26 
EDP accounting equipment ......... 
November, page 52 
eT SON bicaxnanavsdaacanes 
December, page 43 
Tips for the office— 
Ten pointers on moving ............ 
July, page 76 
Spotting employee dishonesty ....... 
August, page 74 
Taking a skills inventory ........... 
September, page 41 
It pays to check employee eyesight... 
October, page 60 
Modern wiring means safety and 
GOS 8.6 6:44 dasan wan enecnsadas 
December, page 62 
How to handle problem type 
RRS a5. ne ee 
December, page 64 
Telephone decorum is good public 
ONES so s'ecivias'dg ket ed a wk 
December, page 65 
Four rules for effective business 
WEE 96.65.0544 X00ncieenee shee ae 


December, page 66 


tHe SED ILL. 


WASTE PAPER SHREDDER 


Quickly shreds newspapers, magazines, 

waste paper, corrugated cartons, etc., 

into uniform resilient strands ideal for 

packing purposes. Especially adapted to 

shredding confidential records, blueprints, 

= Built in 5 sizes: 200 to 3,600 lb. per 
ur. 


Compact, ical, safe. All revolving parts 

are covered. Instantly adjustable. Shreds \” 

to %”. Designed for continuous and trouble- 
free service. 


FREE TRIAL 
Operate a SHRED ALL 30 days. If 
not satisfied—return—owe nothing. 


UNIVERSAL SHREDDER COMPANY 
SAGINAW, MICHIGAN 
(Circle No. 44 on Reader Inquiry Card) 


BARKLEY 
Open Shelf File Supplies 


Open shelf filing is a “must” where 
space is at a premium for there 

are no space consuming drawers 

to be opened. Barkley open shelf file 
supplies make hundreds of files visible at 
one time; permit filing higher than 

eye level; permit using all the valuable 
floor space, and cost less to operate 

too. Ask us for complete information. 


Cc. L. BARKLEY & CO. 
Founded 1921 © All Phones MOnroe 6-706) 
1220 V’. VAN BUREN ST. © CHICAGO 7 


(Circle No. 6 on Reader Inquiry Card) 
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